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Request Monthly Parking

Introduction

Convenient parking in downtown Rochester is available in the City of Rochester’s parking garages.
Monthly parking is an option for those who are downtown on a regular basis, and the City of Rochester
is now utilizing an online registration site, referenced as the Customer Portal, to request these services.
Using this site, customers will register for a monthly parking account, also known as a Frequent Parker
Account. The site will be used to access and modify all account and billing information.

This document describes how to navigate the Customer Portal, including modifying account, billing and
payment information, setting a spot reminder, and viewing monthly billing information.

For more information visit the City of Rochester website or contact the Bureau of Parking using the
contact information below.

Phone: 585-428-6925

Email: garageparking@cityofrochester.gov

This document contains the following sections:

Browsers Supported for Accessing the Customer Portal
Available Pages on the Customer Portal

Creating a New Frequent Parker Account

Modifying Profile Information

Modifying Corporate Information

Modifying, Adding, or Removing Vehicle Information
Adding, Modifying, or Removing Credit Card Information
Remembering Your Parking Spot

Changing Email and Password Information

Accessing a Barcode for Garage Entry/Exit

Transfering Account Information

Viewing Daily Transaction Activity Information
Viewing Monthly Invoice Information

Paying a Monthly Invoice
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Browsers Supported For Accessing the Customer Portal

1. Due to changes in security requirements, the Customer Portal will no longer be able to support
weaker security protocols found in older web browsers. As a result, parkers will receive a “Cannot
Display Webpage” message when trying to access the site from unsupported browsers.

Q Internet Explorer cannot display the webpage

What you can try:

[ Diagnose Connection Prablems

@ More information

2. The following browser versions are supported and will provide system access as these browsers
meet the updated requirements.

e Internet Explorer 11, Recommended 11 and onward (including Microsoft Edge)

e Chrome 30, Recommended 43

e Firefox 27, Recommended 38

e Safari 7 (Requires OSX 10.9 Mavericks), Recommended 8 (Requires OSX 10.10 Yosemite)

e Safari (Mobile) iOS 5, Recommended i0OS 8 — Supported devices include the Apple TV (2nd
generation and up), any iPad, iPhone 3GS and up, and iPod Touch (3rd generation and up).

e Android OS Browser 5.0, Recommended 5.1

e Opera 17, Recommended 29

3. To see if your browser will be affected, you can follow the link here and use the ‘Protocol Support’
test results to see if your browser will support the stronger security protocols or if you will need to
upgrade or replace your browser.

a. If your browser will support the stronger security protocols, the following screen will display

Protocol Support

Your user agent has good protocol support.
Your user agent supports TLS 1.2, which is the best available protocol version at the moment

b. If your browser will not support the stronger security protocols, the following screen will
display

Protocol Support

Your user agent doesn't support TLS 1.2. You should upgrade.
The protocols supported by your user agent are old and have known vulnerabilities. You should upgrade as soon as possible
The latest versions of Chrome, Firefox, and IE are all good choices. If you can't upgrade |E to version 11, we recommend that
you try Chrome or Firefox on your platform
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4. For users wanting to continue use of an older version of Internet Explorer, select Tools,

=icl

& o ™ -I.
oy L E

5. Select Internet Options.

Print
File
Zoom

Safety

Yiew downloads Ctri+J

Manage add-ons
F12 developer tools
Go to pinned sites

| Internet options

About Internet Explorer

6. Select Advanced, and check to be sure the SSL 3.0 and TLS 1.2 protocols are enabled under the

Security section.

Internet Options

I | General | Security | Privacy | Content | Connections | Programs| Advanced |

Settngs
[V Enable DOM Storage

[ Enable SmartScreen Fiter
v UseSSL 2.0

(V| Use sSL 3.0
7 Use TLS 1.0
sl

[# usens 12

v
¥ Warn about cerbficate ad

[V warn if POST submittal is

«| e

[V Enable Integrated Windows Authentication™®
[¥ Enable memory protection to help mitigate online attacks™
[¥ Enable native XMLHTTP support

[ warn if changing between secure and not secure mode | =

dress mismatch™

redirected to a zone that does n'

| )

Reset Internet Explorer settings

Resets Internet Explorer's settings
conditon,

You should only use this If your bro

*Takes effect after you restart Internet Explorer

[Remfudvcxedm .

to ther default | Reset... "

wser is In an unusable state,

ok [ conce J[ aomy |

-

=
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Available Pages on the Customer Portal

The following pages are available for viewing on the Customer Portal

The Home Page:

1. The Welcome Page of the Customer Portal is used to access Monthly Rate information and Hours of
Operation Information for a specific parking garage.

gﬁ; Shopping Cart (0) 'I Register

Log On
City of Rochester, NY
Lovealy A. Warren, Mayor
Rochester City Council Home About Contact Terms

Account
Welcome to Frequent Parker portal. To view the mobile version of this application, click the link at the
bottom of the page.
Using this portal you can,

Manage your personal information,

Manage your group information.

View and pay for your transactions, including your current parking.

View and pay for your monthly invoice, if applicable.

Enter or exit the facility using your mohile device,

The Mortimer Garage Parking Garage is located at 83 Mortimer Street.

Individual Monthly Parking Rates:
Regular Monthly: $54.00

Hours Of Operation:
Monday through Sunday 7:00 a.m. - 10:00 p.m.

2. This is where parkers will be able to Register for a New Monthly Account, or Log On/Manage Your
Account to an existing Monthly Account.

é % Shopping Cart (0) = |
City of Rochester, NY
Lowvely A. Warren, Mayor
Rochester Cily Council Home | About | Contact | Terms

Account
Welcome to Mortimer Garage's Frequent Parker portal, To view the mobile version of this application, click the link at the
bottem of the page.
Using this portal you can,

Manage your personal information.

Manage your group information.

View and pay for your transactions, in(.lur]inq your current parking.

View and pay for your monthly inveice, if applicable.

Enter or exit the facility using your mohile device,

The Mortimer Garage Parking Garage is located at 83 Mortimer Streat.

Individual Monthly Parking Rates:
Regular Monthly: $54.00

Hours Of Operation:
Monday through Sunday 7:00 a.m. - 10:00 p.m.

Register I Manage Your Account
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The About Page:
1.

W

City of Rochester, NY
Lovely A. Warren, Mayor
Rechester City Council

The About Page of the Customer Portal is used to provide parkers with a quick snippet about City of
Rochester Parking Garages, and gives parkers a link to view a map of all garages in the area.

Register

| Shopping Cart (0] = | Log On

[ Home | about § comtact | 7erm=
N

basis. Parking is available near a variety of offices and popular venues. Look here for maps.

Convenient parking downtown is available in the City's parking garages. Manthly parking is an option for those who are downtown on a regular
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East End Garage
Scio St Entrance

East End Garage

Genesee Crossroads Garage
East Main St Entrance

Andrews St Entrance

The Contact Page:

1.

Parking and the address to the specified garage.
<D=

w

City of Rochester, NY

Genesee Crossroads Garage
Corinthian St Entrance

I-490

a Ay

ACH]
City of Rochester, NY ,'lt' i le fa

High Falls Garage Mortimer Street Garage

The About Page of the Customer Portal is used to display contact information for the Bureau of

Register

| Shopping Cart (0) ~ Log On

[ Home ] about | contact | 7erms |
Meed to contact a representative?

Bureau of Parking

Address: 80 Commercial St.

Rochester, NEW YORK, 14614
585-428-6925

garageparking@cityofrochester.gov
Website: http://www.cityofrochester.gov

Phone:
Email:

Mortimer Garage

Address: 83 Mortimer Street
Rochester, NEW YORK, 14604
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The Terms Page:

1.

The Terms Page of the Customer Portal is used to define the Monthly Permit Parking Agreement
made between the City of Rochester and the parking customer. Please read and agree to these
terms prior to registering an account.

The Monthly Parking Agreement listed on the page is as follows:

a.

Payment is due by the 1st of the month. Any outstanding accounts on the FIRST day of the
month will be locked out until payment is made. The Bureau of Parking reserves the right to
suspend or cancel the monthly agreement at any time if customer is in breach of terms and
conditions herein. The Bureau of Parking also reserves the right to charge the daily rate for
breach of terms.

Forms of payment currently accepted: Online payments both recurring (preferred) and one-
time can be made by logging into your MyParkingSoft Customer Portal or IN-STATE CHECK
or MONEY ORDER (no cash accepted). Check or Money Order payments require additional
processing time. Please be sure check payments are received in advance of your due date to
allow for processing and payment posting. Payments not posted before the 1st of the
month will result in gate pass to be denied at garage entrance and you will have to pay the
hourly/daily rate should this occur. Parking reserves the right to decline acceptance of a
check if two or more returned checks have been received from any customer. To insure
proper credit of payment, please notify this office of any changes of address, phone
number, etc., as soon as possible. Please make all checks payable to the City of Rochester
Bureau of Parking.

If your monthly tag is lost or stolen, a new monthly tag will be issued for an additional
charge at the current rate. The monthly tag must be used to enter and exit the garage, and
only in that order. If the monthly tag is used improperly, your account will be flagged. Your
monthly tag may be revoked for improper use at the City’s discretion. Monthly tags are non-
transferable.

Cancellation of your monthly parking agreement must be submitted in writing, by mail, e-
mail, or fax, and sent to the Bureau of Parking at least ten (10) business days prior to
effective calendar month or you will be responsible for all applicable payments. You can e-
mail your deactivation request to garageparking@cityofrochester.gov.

Monthly Parking Permits are issued on a calendar month basis. NO REFUNDS, IN WHOLE OR
IN PART, SHALL BE ISSUED AT ANY TIME. Parking rates may be subject to change, and such
change shall be posted in full view at the location 30 days prior. The Bureau of Parking is not
obligated to individually notify customers of rate changes.

Parking is permitted only in those spaces that are not designated as reserved unless you
have paid for a reserved space. If you park in a reserved space not your own, you may be
issued a parking ticket. Repeated occurrences may result in loss of monthly parking
privileges.

Transfer of a monthly tag to another vehicle is permitted. However, transfer of a monthly
tag to another person is prohibited. Violation of this policy may result in loss of monthly
parking privileges.

Monthly tags are only valid for the location for which they are designated. If a tag is used to
admit more than one vehicle at a time to the parking facility, or if any misuse is determined,
that tag may be deemed invalid.

Parking patrons must park within one space as designated by the yellow lines. Vehicles are
not permitted to block entrances, exits, fire lanes or other parked cars. Violators may be
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issued a violation notice. Repeated occurrences may result in loss of monthly parking
privileges.

j.  This Agreement is for the licensed use of a parking space and the Bureau of Parking is not
responsible for any loss or damage to the vehicle caused by fire, theft, collision or any other
cause to or damage to the vehicle or its contents.

k. WARNING: VEHICLES SHOULD BE LOCKED, WHEN APPLICABLE, AND THE CONTENTS
THEREOF SECURED IN THE TRUNK OR OTHER LOCKED STORAGE AREA OF THE VEHICLE.
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Creating a New Frequent Parker Account

Complete the following procedures and steps to create a new frequent parker account.
To create a frequent parker account:

1. On the Customer Portal Home page, select Register.

<> shopping Cart (0) ~ [Fea=ter]
?Aq pang

Log On

City of Rochesler, NY
Lowaly A, Warren, Mayor
Rochaster City Council Home | About | Contact | Terms

Accounk

Welcome to Mortimer Garage's Frequent Parker portal, To view the mohlle verslon of this applicatlon, click the link at
the bottarm of tha paga.

Using this portal you can,
» Manage your personal Information.
« Manage your group Information,
s Wiew and pay for your transactions, Including your current parking,

View and pay faar your manthly invaoice, if .||||'||i-:.|||l|'.

Enter or axit the facility using your mobile device,

The Martimer Garage Parking Garage |8 located at 83 Moartimer Strast,

Individual Monthly Parking Rates:
Regular Monthly: §54,00

Howrs Of Operation:
Monday through Sunday 7:00 a.m. - 10:00 p.m,
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2. Complete the following required fields.
a. Input an email address and create a password. Input name, address, and vehicle information.
i. Password must be at least 8 characters in length, have at least 1 uppercase letter, have
at least 1 lowercase letter, have at least 1 special character, and must have at least 1
number.
ii. Tip: If the vehicle year, make and model is not listed for your vehicle, select the closest
model to complete registration, notify the Bureau of Parking of the error, and then

manually enter your vehicle information after registration.

Passwords are required to be a minimum of 8 characters in length.

Your email address Confirm Email Address
test@email.com test@email.com
Create a password Confirm password
Mame
First Name Test Last Name Account
Address
Address 1 123 Main Stresr Address 2
City Rochester State MEW YORK -
Zip Code 14614 Phone 5A5.555.5555
Vehicle
License Plate COR1234 Tag State |NE‘|'|T YORK -
2016 b
Car Make |Chevr:-let |'r||r.-1alihu |-r|

"By clicking 'Register’ you agree to be bound by the Site Terms and Conditicns.”

—Password Rules

s Password must be at least B characters in length.

s Password must have at least 1 uppercase letter.

» Pazsword must have at least 1 lowercase letter.

s Password must have at least 1 special character.(” ~1@#$0% &% +=)

» Password must have at least 1 number.

3. Select Register. The Welcome Parker screen will display, and the account will be successfully
created.

***please Note*** by selecting Register, you are agreeing with the Terms and Conditions listed on the
Terms Page.

4. Upon creation of a new account, the Bureau of Parking will contact the parker using the contact
information provided during registration, and will complete the application process. This will include
determining when parking services and access will begin, and providing a parking pass to the
customer for access in and out of the garage.
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Modifying Profile Information

Complete the following procedures and steps to access or modify profile information including name,
address, and phone number.

To modify profile information:

1. Onthe Welcome Parker screen, under Account Settings, select Profile. The Basic Info screen

displays.

My Account

Account Settings

Coupsons

1D
14120635

Access Tags
FPOO1212063%

Expires
Saturday, October 17, 2015
Email Address
bestilesting. Com
First Name

Test
Last Maime

Test
Address 1

185 Exchange St
Address 2

City
Ruochester
Slale
MHEW TORK =
Zip Code
12512
Phone
SAS4IAG340

T CREamQe your am. address or PasSSYrord, O e

The following is a description of the fields available on the Basic Info screen.

Field

Description

ID

This is the frequent parker number associated to the parkers account. This
will be used to track all transaction and account history in the system.

Access Tags

This reflects the printed barcode and hang tag number(s) assigned to the
parking account. Barcodes and/or hang tags will be used to provide access in
and out of the garage.

Expires

This reflect the account expiration date. A parker’s expiration date will update
monthly upon receipt of a parkers monthly payment.

Email Address

This is the email provided during registration. This is the email that will be
used for any and all notifications and alerts. This can be modified on the
Change Email or Password page.
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Request Monthly Parking

First Name This is the first name provided during registration. This field can be modified.

Last Name This is the last name provided during registration. This field can be modified.

Address, City, State, This is the address information provided during registration. These fields can

Zip Code be modified.

Phone This is the phone number provided during registration. This field can be
modified.

2. Modify any necessary fields and select Save. The changes will be saved to the parking account.
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Modifying Corporate Information

Complete the following procedures and steps to access or modify personal work information including
company name, address, and phone number. The purpose of this page is to provide additional contact
information to the account in the case that the primary profile information is not correct. All of the field
in this section are optional.

To modify corporate information:

1. Onthe Welcome Parker screen, under Account Settings, select Corporate Info. The Corporate Info
screen displays.

My Account Corporate Info

Account Settings Company Name
t Address 1
Vehicle Irfa
Credit Card Info
. '_':"_ N Address 2
Spot Rerminder
Char ge Email or Passwaord
Enter or Exit Lot City
Account Transfer | Register Card
i State
Transactions Pleae celect <tate... -
_|1|'.n:-:-" Zip Code
Assign Entry Ticket
Assign Transachon
Phone
Tnvoices
Invoices
reler Hickrrws

The following is a description of the fields available on the Corporate Info screen.

Field Description
Company Name This optional field is used to list the parker’s company name.
Address, City, State, This optional field is used to list the parker’s company location.
Zip Code
Phone This optional field is used to list the parker’s work phone number.

2. Modify any necessary fields and select Save. The changes will be saved to the parking account.
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Modifying, Adding, or Removing Vehicle Information

Complete the following procedures and steps to modify, add, and remove vehicle information.

To modify vehicle information:

1. Onthe Welcome Parker screen, under Account Settings, select Vehicle Info. The Vehicles screen

displays.
- Venaes
Account Settings Details | Make Model  Tag
Profile Datails Chevrolet [Chevy) Malibu COR1234

LCarparate Info

Wehicle Info

Credit Card Info

Spot Reminder

Change Email or Password

Enter or Exit Lot

Account Transfer y Register Card

Transactions

Transactions
[ o ! 2 s &
Assign Entry Tickst R HoA L]k Displaying items 1 - 1 of 1

Asgsign Transaction
Add a Vehicle

Trumiras

2. Toview current vehicle information, select Details. The Vehicle Info screen displays.

Account Settings Details Make Model Tag
Profile Details Chevrolet (Chevy) Malibu COR1234
Corporate Info

‘Wehicle Info

Cradit Card Info

Spot Reminder

Change Email ar Password
Enter or Exit Lot

Account Transfer |, Register Card

Transactions
Transactons =
-

Assign Entry Ticket
Assign Transaction

H o4 |[L] » W Displaying items 1 - 1 of 1

Add a Vehicle

| SO .
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3. Modify any information necessary, and select Save. The information will be successfully updated.

My Account

Account Settings

Profile

Corporate Info

wehicle Info

Credit Card Info

Spot Reminder

Change Email or Password

Emter or Exit Lot

Account Transfer \, Regester Card

Transactions
Transactions

Assign Entry Ticket
Assign Transaction

Inveices
Tnwoices
Make Payment
Order History

To add a new vehicle:

Vehicle Tag
COR1234
Tagq State
NEW YORK =
Car Year
|2016 =

* Choose a make and model

Car Make _
Chevrolet (Chevy) =
Car Model

Malibu -

»  Or enter your make and model if not in the above lists.

1. Onthe Welcome Parker screen, under Account Settings, select Vehicle Info. The Vehicles screen

displays.

My Account

Account Settings

LCarparate Info

Wehicle Info

Credit Card Info

Spot Reminder

Change Email or Password

Enter or Exit Lot

Account Transfer y Register Card

Transactions

Transactions
Ascign Entry Tickst
Assign Transaction

Trumiras

Details Make

| Tag

Datails Chevrolet [Chevy)

COR1234

Displaying itemns 1 - 1 of 1

Add a Vehicle

EProcess & System
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2. Select Add a Vehicle. The Vehicle Info Screen displays with blank fields.

My Acesunt

Account Settings

Profile

Corporate Info

viehicle Infa

Credit Card Info

Spot Reminder

Cll._uu,_;-;_' Email ar Password
Enter or Exil Lot

Account Transfer \ Register Card

Transactions
Transactions
Assign Emtry Ticket
Assign Transaction

Details | Make Model Tag
Details Chevrolet [Chevy) Malibu COR1234
M o4 1] e Displaying items 1 - 1 of 1

" AddaVehicle

3. Enter Vehicle Tag (License Plate) number, Tag (License Plate) State, Car Year, Car Make, and Car

Model.

My Account

Account Settings

Profile

Corporate Info

Wehicle Info

Credit Card Info

Spot Reminder

Change Email or Password

Enter or Exit Lot

Account Transfer ', Register Card

Transactions

Transactions
Assign Entry Ticket
Assign Transaction

Invoices

Invoices
Make Payment

Order History
Orders

Vehicle Tag
COR1234

Tagq State
|NEW YORK -
Car Year

- Choose a make and model

Car Make
|Ford |'|
Car Model
[F-150 [~]

v Or enter your make and model if not in the above lists.

Save
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4. If the vehicle is not listed on the dropdown menu, select the ‘Or enter your make and model if not in
the above lists’ field. Enter the appropriate vehicle make and model information.

My Accoun

Account Settings vehicle Tag

Profils COR1234

Corpaorate Info Taq State

wehicle Infa |NEW YORK -

Credit Card Info

Car Year
Spot Reminder i -
Change Email or Password __

Enter or Exit Lot
Account Transfer , Register Card v Choose a make and model

Transactions ) . .
= Qrenter your make and model if not in the above lists.

Transactions
Assign Entry Ticket

JI.".-'IG" Transactson CI'IT H-:'Il'IE
Ford

Inveices Car Model

Iwoices |:_15d

Make Payment

Order History

Orders

5. select Save. The information will be successfully updated.

— VehicleInfo

Account Settings Vehicle Tag
Profile COR1234
Corporzate Infio Taq State
':._':-I* :'|F"-'II'|1'-' ) |NEW YORK =
:IL';L'I' |11 . car Year
01 Remanoe
Change Email or Passwaord 2016
Enter or Ext Lot
Account Transfer \, Register Card *  Choose a make and modal
Transactions Car Make
Transactions lf org L
Aszign Entry Ticket Car Model
Assign Transaction | 1
F-150 x

Invaices

]l".ﬁlll
' v Or enter your make and model if not in the above lists,
Kake Payment

o
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To remove an existing vehicle:

1. Onthe Welcome Parker screen, under Account Settings, select Vehicle Info. The Vehicles screen

displays.
My Account Vehicles
Account Settings Details | Make . Model | Tag i
Erofile Details Chevrolet [Chewy) Malibu COR1Z234
Corporgte Infio Detalls Ford E-150 COR1234

Credit Cand Infio

Spot Remander

Change Email or Passward

Enter or Eat Lot

Account Transfer y Register Card

Transactions

Transactions ~ — .

Assign Entry Ticket S| W[l Displaying items 1 - 2 of 2
Assign Transaction ) |

Add a Vehicle

2. Toview current vehicle information, select Details for the specific vehicle. The Vehicle Info screen
displays.

My Account Vehicles
Details | Make Model Tag
Chevrolet [Chewy) Malibu COR1234

Pasimlaaas

Account Settings

Profile
Corporzate Infio
wiehicle Info
Cradit Card Infio

Ford F-130 COR1234

Spot Remander

Change Email or Passward
Enter or Bt Lot

Account Transfer \, Register C

it
[u]

Transactions

Transactions - )
Assign Entry Ticket Gjualrm Displaying items 1 - 2 of 2

Assign Transaction

Add a Vehicle
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3. Select Remove Vehicle, and the system will remove the vehicle from the account.

My Account

Account Settings

Profile

Corporate Info

Vehicle Info

Credit Card Info

Spot Reminder

Change Email or Password

Enter or Exit Lot

Account Transfer \ Register Card

Transactions

Transactions
ASSIgn Entry Ticket

Assign Transactior

Invoices

Ir'woices

Make Payment

Order History

Orders

My Points

Dount Lietarv

Vehicle Tag
COR1234
Tag State
\NEW YORK x|
Car Year
2016 >4

v Choose a make and model

Car Make

Chevrolet (;(ilmv y) .L
Car Model ‘
Malibu =

Save

Remove Vehicle

v Or enter your make and model iI not in the above lists
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Adding, Modifying, or Removing Credit Card Information

Complete the following procedures and steps to add, modify, and remove credit card information to a
parking account.

To add credit card information:

1.

screen displays.

My Accaunt

Account Settings

Erofil
Corporate Info
ehicle Info

ch Inge Emianl or Passwond

Enter or Bt Lot

Account Trarsfer \ Register Card
Transactions

Transactions

Assign Entry Ticket
Assign Transaction

Inweices

InQices
Make Payment

On the Welcome Parker screen, under Account Settings, select Credit Card Info. The Credit Card Info

*“Bw checking this boe. 1 hereby
authorize this facility to initiate
charges ko the credit card Listed

Card On Fila vl:.ar-:l On r||7'_l- bedom, and authorze the credit
card institution to accept the
amount of such charges to the
oredit card hsted below.

*“pw checling this bos. 1 hereby
authorize this facility to initiate
charges ko the credit card hsted

Monthly Recurring Monthly Recurming below on a monthly basis if 1 am a
member of a manthly memebership
program. Otherwise, I shall be
billed separstey.

CC Type Amex = CC Number

Exp Manth Month Exp Year Year S
_ - - "By cholang thes button &l your saved credik
Remowe Credil Card card nformetion will be deleted from the

YT

Sawe

The following is a description of the fields available on the Credit Card Info screen.

Field

Description

Card on File

By selecting this, a parker will be able to save a credit card to the account to
use for future payment(s).

Monthly Recurring

By selecting this, a parker will be able to use the credit card on file to make
automatic/recurring monthly payments. Without selecting this item, a parker
will have to manually initiate parking payment each month.

2. Select the desired credit card settings (i.e. Card on File, Monthly Recurring) and enter the
appropriate credit card information.
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3. Select Save. The credit card information will be successfully saved to the account.

My Account

Account Settings

Praofile

Corporate Info

Wehicle Info

Credit Card Info

Spot Reminder

Change Email or Password

Emter or Exit Lot

Account Transfer %, Register Card

Transactions

Transactions
Assign Entry Ticket
Assign Transaction

Inveices CC Type

Inwoices Exp Month

Make Payment

Order Histary

Orders

Card On File

Monthly Recurring

# Card On File

# Manthly Recurring

*By checking this bow. T hereby
authorize thes faciity to initiste
charges to the credit card listed
below, and authorize the credit
card insbtubon to eccept the
amount of such charges to the

credit card listed below

=By checling this boe. 1 hereby
authorize this facility to initiate
charges to the credil card hstzd
below on a monthly basis if | am a
memiber of a menthly memebership
program. Otherwse, T shall be
billed separatehy.

CC Mumber PSS EEEEEEEE R

Exp Year 2017 4
*By clicking this button all your saved credit

card infermation will be deleted from the
system.

My Points

Print Histarg

To modify credit card information:

1. Onthe Welcome Parker screen, under Account Settings, select Credit Card Info. The Credit Card Info

screen displays.

My Aceount

Account Settings

Frofile

Corporate Infio

‘Wehicle Info

Spot Reminder

Change Email or Password

Erter or Exit Lot

Account Transfer \, Register Cand

Transactions

Transactions
Assign Entry Ticket
Assign Transaction

Involoss CC Type

Inwaices Exp Manth

Make Payrment

Crder History

Ovders

My Polnts m

Card On File

Manthly Recurring

# Card On File

# Monthly Recurring

*By checking this bewx. [ hereby
authorize this facility to initiate
charges to the credit card hoted
below, and authorize the credit
card msbtubion to accept the
amount of such charges to the
credit card listed below.

*By checlong this bow. [ hereby
authonze this facility to inrbate
charges to the credit card histed
below an & manthly basis if 1 am a
mermber of a manthly memebership
program. Ceherwiss, 1 shall be
billed separately,

CC Mumbsar R B XK - X0

Exp Year 2017 kA
*By clicking this butten all your saved credit

eard infermaton will Be deleted from the
ayatem
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2. Modify the appropriate information.
3. Select Save. The credit card information will be successfully saved to the account.

My Account

Account Settings

Praofile

Corporate Info

Wehicle Info

Credit Card Info

Spot Reminder

Change Email or Password

Emter or Exit Lot

Account Transfer %, Register Card

Transactions

Transactions
Assign Entry Ticket
Assign Transaction

Inveolees

Invoices
Make Payment

Order Histary Remove Credit Card card information will be defeted fram the
sysimm.

Ordbers

My Points

Print Histarg

Card On File

Monthly Recurring

CC Type

Exp Month

# Card On File

# Manthly Recurring

*By checking this bow. T hereby
authorize thes faciity to initiste
charges to the credit card listed
below, and authorize the credit
card insbtubon to eccept the
amount of such charges to the

credit card listed below

=By checling this boe. 1 hereby
authorize this facility to initiate
charges to the credil card hstzd
bedow on & monthly basis if | am a
memiber of a menthly memebership
program. Otherwse, T shall be
billed separatehy.

CC Mumber PSS EEEEEEEE R

Exp Year 2017 4

*By clicking this button all your saved credit

To remove credit card information:

1. Onthe Welcome Parker screen, under Account Settings, select Credit Card Info. The Credit Card Info

screen displays.

My Account Credit Card Info

Account Settings

Profile * By checking this bow. 1 hersby
autharize this facility bo initiake

'i;lr:_:-;ln-lv_ Tnifix charges to the credit card listed

Wishicle Info Card On File # Card On File belowr, and autharize the credit

Spot Reminder

Change Email or Password

Enter or Exit Lot

Account Transfer \, Register Card

Transactions

Transachions
Assign Entry Tecket
Assign Transacton

Monthly Recurring

# Manthly Recurring

card institution to accept the
amount of such charges to the
credit card listed below.

"By chacking this box. 1 hersby
suthorizs this faciity bo inikeke
charges to the credit card listed
below on a monthly basis if [ am a
member of a3 monthly memebership
program. Othersse, [ shall be
blled separateby.

Involcas CC Type Visa b CC Number OO 3OO0 - 3000300
Invoices Exp Month o1 hd Exp Year

Make Payment

*By clicking this buttan all your saved credit

Order History card information will be deleted from the
system.
Orders

My Paints
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2. Select Remove Credit Card. A dialogue box will appear verifying that you indeed want the card

removed.
My Account

Account Settings

Profile

Corparate Info

Wahcle Info

Credit Card Info

Spot Remander

Change Email or Password
Enter or Exit Lok

Account Transfer Register Card

Transactions
Transactions
Assign Entry Ticket
Assign Transaction
Invalces

Inwoices

Wake Payment

Order Histary

AORrS

My Points

Card On Fila

Monthly Recurring

CC Type Visa

Exp Month 01

Remowe Credit Card

# Card On File

# Monthly Recuming

- CC Humber

A Exp Year

"By checking this box 1 hereby
suthonze this faclity to inbists
charges to the credit card listed
below, and authorize the credit
card insbtubon to accepl the
amount of such charges to the

crdit card listed below.

*By checking this box. | hereby
autharize this facility to initiate
charges Lo the credit card listed
below on & monthly basis iF | ama

rmember of a monthly memebership

program. Otherwise, I shall be
billed separatsly.

NN R RN -

2017 .

*By clicking this button all your saved credit
card information will be deleted from the

Save

3. Select Ok. The Credit Card information will be successfully removced from the account.

The page at https://my.parkingsoft.com says:

Are you sure you want to delete your credit card

information?

oK Cancel

® i
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Remembering Your Parking Spot

Use the following procedures to set a parking space (spot) reminder so a parker never forgets where
they parked. The reminder is set manually by a parker after parking the vehicle, and can be accessed
again once returning to the vehicle.

To set a spot reminder:

1. Onthe Welcome Parker screen, under Account Settings, select Spot Reminder. The Spot Reminder
screen displays.

My Account Spot Reminder

Account Settings You haven't saved any parking space in your account. You can submit one in field below:

profile
Corparate Info
wighicle Info
Cradit Card Info

Spot Remander
Chanae email or Password

2. Enter a general description or a specific location of your parking space. Select Save.

My Account Spot Reminder
Account Settings Your saved parking space is:
Brafile 5tih floor by stairwedl

l.'::'|:|:' it Tnific

Vehicle Info :

Credrt Card Info )

Spot Reminder

Chanoe Email or Passwaord

3. If needed, before returning to your vehicle, log back into the Customer Portal and select Spot
Reminder. The location saved location will appear.
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Changing Email and Password Information

Use the following procedures to update the email and password information associated to the parking
account.

To update email and password information:

1. Onthe Welcome Parker screen, under Account Settings, select Change Email or Password. The
Change Email or Password screen displays.

My Account Change Password or Email
Ak Estiings For your sacurity, your current password is reguired to change either your email address or
Prohile your password.

Corporate Info

wehicle Info

Credit Card Info

Spot Reminder

|change Email or Passward]
Emter or Bxt Lot

Current password

You can choose to update your email address, password ar both,

Account Transfer \, Regester Card

Transactions

—Email Address

—Password

Please enter the new emall address
and re-type it below to confirm.

New passwords are required to be a
minimum of & characters in length,

Transactions
Assign Entry Ticket
Assign Transachion

Mew email Mew password

Confirm new email Confirm new password

Inveices

Irvwwosces
Make Payment

Ordaer History

Password Rules
wrasrs = Passwiord must be at least 8 characters in length.
My Paints = Passwiord must have at least 1 uppercase letter,
Poinit Histary = Password must have at least 1 lowercase |etter,
« Password must have at least 1 special character.| ~1@#5%"&"+=)
Coupons = Password must have at least 1 number.
Coupans

Save Changes

2. Enter the current password associated to the account, and then update the account with a new
email address and/or a new password.
a. Besure to use the ‘Password Rules’ when creating a new password, or the account will not

update.
—Password Rules

+ Password must be at least 8 characters in length.

+ Password must have at least 1 uppercase letter.

+ Password must have at least 1 lowercase letter.

+« Password must have at least 1 special character.( ~!@#$%"&%+=)

+« Password must have at least 1 number.
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3. Select Save Changes. The update will be applied to the account.

My Account Change Password or Email

Account Settings For your security, your current password is required to change either your email address or
Profile wour password,
o n#
Corparate info Current password
vehicle Info P
Credit Card Info
Spot Reminder
Change Email or Password You can choose o update your email address, password ar both,
Emter or Exit Lot
Account Transfer , Register Card —Email Address — Password
Tiansactions Please enter the new emall address New passwords are required to be a
and re-type it below to confirm. minimum of & characters in langth,
Transactions
Aszign Entry Tickst MNew email New password
Asgign Transaction
Confirm new email Confirm new password
Inveices
Irwosces
Make Payment
Ordar Histery Password Rules
Cirders .
= Password must be at least 8 characters in length.
My Paints = Password must have at least 1 uppercase letter.
T = Password must have at least 1 lowercase letter.
Poart Histary
« Password must have at least 1 special character.{ ~!@25%~&"+=)
Coupons = Password must have at least 1 number.
Coupons

hanges
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Accessing a Barcode for Garage Entry/Exit

Use the following procedures to access the system generated barcode that can be used to enter and exit
the garage.

To access the barcode for garage entrance/exit:

1. Onthe Welcome Parker screen, under Account Settings, select Enter or Exit Lot. The Enter or Exit Lot
screen displays.

My Account Enter or Exit Lot
:.:.:ru :m e Frequent Parker Number

e 14120635
ard Info

Raminder Scan the barcode below to enter or exit the parking lot.

Change Emaal of Password

Transactions |‘ ’ll “‘ “‘ ‘l“

2. Print the barcode, or save the image of the barcode to your mobile device. This can be scanned at
the entry and exit devices to enter or exit the parking garage.

; ¢ i Accounts Receivable Business Process Procedure
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Transferring Account Information

Use the following procedures to transfer account information to another Frequent Parker account. This
procedure is only completed when the Bureau of Parking notifies a parker that a separate account has
been created, and gives approval to transfer account information.

To transfer account information:

1. Onthe Welcome Parker screen, under Account Settings, select Account Transfer\Register Card. The
Transfer Account\Register Card screen displays.

My Account

Account Settings

Profile
Corporate Info
vehicle Info
Credit Card Info
‘5.|_|r)|, B ncher

Change Email or Password

. Enter or Ext Lot

I Account Transfer ', Register -Carcl

Transactions
Transactions
Assign Entry Ticket
Agsign Transaction
Invaices

Imvwoeces

Make Payment
Order History

Orders

My Points

Peant History

Coupons

Coupons

Transfer Account \ Register Card

Using this utility you can transfer all your exlsting settings and items to a new account or
a new card. This is a one-way process. Once the process completes, you will not be able
to access the account you are currently logged in to.

Please be aware that the following items will be accessible from the new account:

« Transactions

« Invoices

» Parking or Event Purchases
+ Entries

« Point History

» Coupons

» Group Membership

* Vahicla Info

» Credit Card Info

= Payments for any of the above items

The following steps are involved in this process:
« While the transfer is processing, you will be logged out of this site and will not be
able to log back in.
= You will receive an email when the process complates.,

» If the account you are transferring to has an email address, that will be used,
otherwise the email address on this account will be used.

» The email will contain a link direciing you to My Account.

« If the account you are transferring to has registered previously on this site, you
will need to login using those credentials{email and password), if that account has
not reglstered, the registratden from this account will be transferred.

To begin the process, enter the new account number, or the new card number and click
below,
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2. Upon receiving notice of the new account number from the Bureau of Parking, enter the new

Frequent Parker Account number into the space provided. Select Begin Process.

My Account

Account Settings

Profile

Carporate Info

wehicle Infa

Credit Card Info

‘5.|J|;;-I, REmincher

Change Email or Password
Enmter or Exit Lot

Account Transfer \, Register Card

Transactions
Transactions
Assign Entry Ticket
Assign Transaction
Invaices

[nvoaces

Make Payment
Order History

Orders

My Points

Peant Histary

Caupons

Coupons

Transfer Account \ Register Card

Using this wtility you can transfer all your exlsting settings and items to a new account or
a new card. This is a one-way process. Once the process completes, you will not be able
to access the account you are currently logged in to.

Please be aware that the following items will be accessible from the new accoumnt:

« Transactions

« Invoices

« Parking or Event Purchases
+ Entries

» Point History

» Coupons

» Group Membership

= ehicle Info

» Credit Card Info

« Payments for any of the above itams

The following steps are involved in this process:
+ While the transfer is processing, you will ba logged out of this site and will not be
able to log back in.
« You will receive an email when the process completes.

» If the account you are transferring to has an email address, that will be used,
otherwise the email address on this account will be used.

» The email will contain a link directing you to My Account.

« If the account you are transferring to has registered previously on this site, you
will need to legin using those credentials{email and password), if that account has
not registered, the registration from this account will be transferred.,

To begin the process, enter the new account number, or the new card number and click
below,

Begin Pre

3. Allinformation will be transferred to the new account successfully.
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Viewing Daily Transaction Activity Information

Use the following procedures to view daily transaction information. A transaction is created in the
system every time a parker enters and exits the garage. Typically, for parkers that pay a monthly fee, the

transaction will have a $0.00 balance.

To view daily transaction activity:

1. Onthe Welcome Parker screen, under Transactions, select Transactions. The Transactions screen

displays.
My Account
Accaunt Settings Transaction Number
Prafile 0
Carparate Info Pin
vehicle Info o

Credit Card Info

Spot Reminder

Chamge Email or Password

Enter ar Exit Lot

Account Transfer \ Register Card

Transactions

[mmon]

Enttry i s i
.ﬁ.:.;lu" Enll_l Tickel Mumber 1 | Exlt Total
Assign Transaction 269 /172015 3:09:48 PM 9/17/2015 3:10:35 PM §0,00

268 8/17/2015 3:08:03 PM 9/17/2015 3:08:54 PM §0,00
Inveices

267 9172015 3:06: 16 PM 9/17/2015 3:07:18 PM §0,00
Make Paviment 266 0/17/2015 3:05:10 PM 9/17/2015 3:05:41 PM 0,00

265 9/17/2015 3:02:47 M 9/17/2015 3:03:40 PM $0.00
Crsler History 264 9/17/2015 3:01:37 PM 9/17/2015 3:02:12 PM $0.00

***PLEASE NOTE*** The “Assign Transaction’ functionality is not used by the City of Rochester.

2. Inthe Transaction section, the transaction number, entry time, exit time, and parking total are
visible. To view specific transaction activity, select the specific Transaction Number. The Transaction

Number screen displays.

My Account

Account Settings .
Transaction 245

Profile

Corporate Info

Vehicle Info

Credit Card Info

Spot Reminder

Change Email or Password

Enter of Exit Lot

Account Transfer \, Register Card

IM: 09/14/2015 04:42 PM
Farked Days: Od Oh 3m
I'vpe of Parking: Transient

Parker Numhber: 14108224
Parking Coupon: —NONE-—

Transactions

Transactsons

Assign Emtry Ticket

Assign Transaction
Sub Total: $0.00

Transaction Number 245

Print Recelpt

OuUT: 091472015 04:46 PM

Poinks Used: O

Base Rate: $0.00
Cashier: Division Exit
Parker: Test Test

Points Earned: O

FOP:

Tax: S0.00 Total aAmount: $0.00

Accounts Receivable Business Process Procedure
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The following is a description of the fields available on the Transaction Number screen.

Field Description
IN The time a parker entered the parking garage.
ouT The time a parker exited the parking garage.

Parked Days

The total duration of time spent in the parking garage.

Points Earned

At this time, Points are not utilized by the City of Rochester.

Points Used At this time, Points are not utilized by the City of Rochester.

Base Rate Parking Rate to be charged to the parker upon exit.

Type of Parking The type of parking will be listed either as Transient or Monthly parking.
Transient parking is in a parking garage open to the general public. Monthly
parking is in a parking garage only accessible to monthly parkers. Most
parking types will be listed as transient.

Cashier This indicates the device the parker exited the parking garage.

Parker Number

The Frequent Parker number associated to the account.

Parker

The Frequent Parker name associated to the account.

Parking Coupon

At this time, Coupons are not utilized by the City of Rochester.

3. To print a receipt, select ‘Print Receipt’, and a copy of the receipt will display.

My Account

Account Settings

Prafibe

Corporate Info
Vehicle Info
Credrt Card Info
Spot Reminder

Change Email or Password

Enfer or Exit Lot

Account Transfer \, Register Card

Transactions

Transactsons
Assign Entry Ticket
Assign Tramsaction

Transaction Number 245

Transaction 245

IM: 091472015 04:42 PM QUT: 091472015 04:46 PM
Poanks Used: O

Base Rate: $0.00

Cashier: Division Exit
Parker: Test Test

Parked Days: 0d 0oh 3m Polnts Earned: O
I'vpe of Parking: Transient FoP:
Parker Humhber: 14108224

Parking Coupon: ——-NOMNE—

Sub Total: S0.00 Tax: S0.00 Total Amount: S0.00
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Viewing Monthly Invoice Information

Use the following procedures to view monthly invoice(s), identify due date, parking period and invoice

status.

To view monthly invoices:

1. Onthe Welcome Parker screen, under Invoices, select Invoices. The Invoices screen displays.

My Account

Account Settings

Prafile
Corporate Info

Vichicke Info

Credit Card Info

Spol Reminder

Change Email or Password
Enter or Exit Lot

#ccount Transfer \, Register Card

Transactions
Transactions
Assign Entry Ticket

Assign Transaction

Invaices

o]

Make Payment

Current Balance

You currently have an outstanding balance of $54.00.

Your next invoice with a balance is due in 24 day(s)

lo make a payment, please m

To see voided invaices click the filber abova "Status", choose “is equal " and selact
"woided".

Invoice = Due Date " Momth o Year -l'I Taotal !I Status ')
10/21/2015 12:00:00
158 e 2015 554,00 Aclive
AM
9/30/2015 12:00:00 )
18 g 10 2015 510,00 Paid
AM
Wl owoe (1] v Displaying Items 1 - 2 of 2

The following is a description of the fields available on the Transaction Number screen.

Field Description

Invoice # This is the system generated number attached to the monthly parking invoice.
Selecting the hyperlink will allow you to view the invoice in more detail.

Due Date Date that payment is due on the invoice before the parking account is marked
as delinquent and expired.

Month/Year The billable month and year of parking service. The City of Rochester bills for
the next month’s parking during the current month.

Total Balance due on the invoice.

Status Active — Payment has not been made on the invoice. Balance still due.
Paid — Payment has been made on the invoice.
Voided — The invoice has been voided. Payment can no longer be made on the
invoice.
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2. Toview the invoice, select the Invoice # link.

My Account Current Balance
Account Sattings vou currently have an outstanding balance of §54.00.
Brafi
- i i Your next invoice with a balance is due in 24 day(s)
Corporate Info
viehicle info
lo make a payment, please
e  cick here
Spot Reminder

Change Email or Password
Account Transfer \, Register Card

To see voided invoices click the filter abowe "Status”, choose “is equal to” and select

Transactions "woided".
) Invoice = Due Date  Month f vear ¢ Total ¢ | status /
ransactions i 1
Assign Entry Ticket 1 10/21/2015 12:00:00 \
Assign Transaction | B am 11 2015 554,00 Active
r e
Invoices 18 S/30/2013 12:00:00 | ,, 2015 $10.00 Paid
AM
[nvoices =
Make Payment LEI Woa 1] ¢ Displaying items 1 - 2 of 2

3. The Invoice Number screen displays.
a. The invoice total, billable month/year, issue date, and due date appear.

; i Accounts Receivable Business Process Procedure
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My Account Invoice Number 158

Account Settings & Print Receipt
Profile Frequent Parker

Corporate Info

Vehicle Info Name Test Test

Credit Card Info Group Monthly Individual

Spot Reminder
Change Email or Password .
Enter or Exit Lot Payment Information

Account Transfer \ Register Card

Product Price Total $0.00
s Invoice Sub Total $54.00
Transactions
= : Tax Total $0.00
Iransactions
Assign Entry Ticket Total $54.00

Aszign Transaction

You haven't paid this invoice, you can now

Tnvoices 3
‘ Invoice Dates
inyoices
Make Payment this invoice is for 11/2015
iIssued on 10/1/2015 12:00:00 AM
Order History Due date 10/31/2015 12.00.00 AM
Orders Product < note ¢ Amount ¢ Tax ¢
) y P i $ o S - -
My Points November Parking $54.00 0.00
Point History
Coupons
Coupons
G w o« [1] » o Displaying items 1 - 1 of 1

4. To make a payment, select Make Payment, and then follow from Step 2 in How To — Pay a Monthly

Invoice.
My Account Invoice Number 158
Account Settings & Print Receipt
Profile Frequent Parker
Corporate Info
Vehicle Info Mame Test Test
Credit Card Info Crowp Monthby Individual

Spot Reminder
Chanige Emal or Password .
Enter or Exit Lot Payment Information

Bccount Transfer \, QL-'._|'-:-|::-r Card

Product Price Total $0.00
. Imeoice Sub Total £54 00
Transactions
Tax Total $0.00
Transactions
Bssign Entry Tickat Total $54.00
Rt e oo You haven't paid this invoice, you can now
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Paying a Monthly Invoice

Use the following procedures to make a payment on monthly invoice(s).

To make a payment on monthly invoice(s):

1. Onthe Welcome Parker screen, under Invoices, select Make Payment. The Make Payment screen

displays.
My Account

Account Settings

Profile

Corporate Info

vehicle Infc

Credit Card Info

Spot Remunder

Change Email or Password
Enter or Exit Lot

Account Transfer \ nRegister Card

Transactions

Transactions
Assign Entry Ticket
Assign Transaction

Invoices

PN &

Make Payment

Make Payment

Group Name: Monthly Individual
Select Invoice: [ Z
Total Outstanding

Q54 (
Amount Due: 400
Invoice Amount Due: 0.00
Payment Amount: 0

Payment Meathod lcard on File v |

Name On Card

CC Number

CC Type

Exp Month Month ~ Exp Year |¥ear 4

Your payment will be applied to your oldest open invoice, If there is a remainder leftover it
wlill be applied to the next oldest Involce and so on until the full payment is applied

2. From the Select Invoice dropdown menu, select the invoice to be paid. The Invoice Amount Due and

Payment Amount will automatically update.

My Account

Account Settings

Profile

Corporate Info

Vehicle Info

Credit Card Info

Spot Reminder

Change Email or Password

Enter or Exit Lot

Account Transfer ', Register Card

Transactions

Azsign Entry Ticket
Assign Transaction
Invoices

Irvoeces
Make Payment

Make Payment

Group Name: Monthly Individual
Select Invoice: |'|

Total Dutstanding IMovizo15 - 554,00 |
Amount Due:

Invaice Amount Due: 0.00
Payment Amount: o
Payment Method |Card on File -

Name COn Card

CC Mumber

Exp Year .‘fllr -

Your paymant will be applied to your oldest cpan inveice. If thare is a remaindar laftover it
will be applied to the next oldest inveice and o on until the full payment iz applied.

CC Type Amex . 4

Exp Month Month ~

3. If notintending to pay the full amount of the invoice, edit the Payment Amount to reflect the
desired payment amount.
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4. Select the payment method, either Card on File (previously saved using the How To — Add, Modify,

or Remove Credit Card Information) or New Card.

a. Ifusing a New Card, enter the Name on Card, CC Type, CC Number, and Expiration

information.

5. Select Submit. Payment will successfully process and post to the parker account.

My Account Make Payment

Account Settings Group Mame: Monthly J.ndl‘_u'ldl.lrill
Salect Invoice: [Novi2015 - 554.00

'F'_'-.:-I' e - Total Outstanding 54 00

;:Irpfl"a_t"'_"‘ o Amount Due: i

,-dnfcfr:a Invoice Amount Due: 54.00

Spet Reminder Payment Amount: E4 DD

Change Email or Password

Enter e Ext Lot Payment Method [New Card |

Account Transfer , Register Card
Name On Card | Test Test

Transactions CC Type vVisa -

FRERRC RGN Exp Month 01 .
Azgign Entry Ticket

Aszign Transacton

CC Number 3000000 )000-XX,

Exp Year |2017 -

Your payment will be applied to your oldest open invoice. If there is a remainder leftover it will

be applied to the next oldest invoice and so on wuntil the full payment is applied.

Inwvoices

Invoices
N Suibr
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